South Dakota Department of Public Safety E.D.G.A.R. Grantee User Manual version 1.0

ELECTRONIC DATABASE FOR
EDG AR GRANT APPLICATION & REPORTING D]"' ey _\“ Puc e

South Dakota Department of Public Safety
E.D.G.A.R (Electronic Database for Grant Application & Reporting)
Highway Safety

Grantee User Manual

VERSION 1.0

3/13/15 Copyright © Agate Software, Inc. Page 1 of 24



South Dakota Department of Public Safety E.D.G.A.R. Grantee User Manual version 1.0

Table of Contents

S A (T I R =T LU T =T 1 1= £ 3
(@0 =T = LT T IS V) 1= 2 SRR 3
WOTID Wide WED CONNECHION ......eeieiiiiiesieie sttt ettt ekt s et sm e e s s e e e b e e sa e e e se e e a R e e e s aE e e e ne b e e nnne e s nn e e snneeennnees 3
WV I BIOWSET ...tttk et ekt ekt e o et oo Rt e e Rt e Rt e 4a Rt e AR R e e e R R e e o R e e AR e e R et e aR Rt e e Rt e e R e e e n e e e R n e e e nne s 3
F e [o] oLl o o] oF= LAl L=t Vo =T PP P PRSP PPRPOT 3

E.D.G.A.R. SYStEM HOMEPAGE ....citiiiiiii ettt e et e e e e e e e e e nn s 4

F N o] o1 Tox=Ta N a0 oY= a1/ o =T S 5

Gain ACCESS 10 E.D.G.A R e 6
Gain Access as an AUthOrZEd OFFICIAL.........cooiuiiiiiiii et et e e e st bt e e s abb e e e e sbb e e e e anbneeeeaaes 6
Granting Access to an Authorized Signer, Financial Officer, OF VIEBWET .........coiiiiiiiiiiiiiiece e 7

YA 10 10 PSP 8
VieW AVAIIADIE OPPOITUNITIES ....couiiiiiiieiiie ettt ettt e et e e oo a b et e e e aabe e e e ekt et e e e ahbe e e e e ambe e e e e asbeeeeesnbneeeennrns 10
A2 ] T ) TSP P P PPPPPPPPPPPPOE 11
A I T L O PP P PPPPPPPPPPPRO 11

Keeping Contact INfOrmation CUTITENT........uuiiiiiii e e a e e e eaaans 12
UPAating YOUE USEI RECOIM ......uuuuii s s 12
Updating the Information for YOUr OrganiZation ..........ccccocoooiiiiiiieesse s s 13
Deactivating a User in the OrganiZation ..........cccoiioiiiiiiiiei s 14

INitiate an APPIICALION ....ooiiiiii ittt 15
Returning to an Initiated APPIICATION ........ee s 16
Returning to a Completed APPICALION .......... s 17

The APPIICALION IMENU ... 17
View, Edit and COmMPIEIE FOIMIS. .. .. i it aaaaa s aa s an s aaaaaaass s 18
CRANGE ThE STALUS .....eeiiiiitiiie ettt e oottt oot et e e oottt et e o2k bt e e e oAt b et e e oAb b et e ookt et e e skt e e e e e anbb e e e s anbb e e e e nnnneee s 22
ACCESS MANAGEIMENT TOOIS .....eeeiitiiie ittt ettt e ettt e e e e bt e e e ea b et e e e aa ket e e o aabe e e e e aabe e e e e ambe e e e e abbe e e e e b beeeeeanbaeeeennrns 22
EXAMING REIAIET TLEIMS ...ttt oot e ettt e e ot b et e e aa b bt e e e aa kbt e e e oa kbt e e e ambb e e e e anbb e e e e abbeeeesbneeeeane 22

ASSIgNINg UsSers to an APPIICAtION ..o e e e e e e e e e aean 23
LT Ta 1] To U] g Y oo T PP PP 23
REVOKING USEI ACCESS ....eeeeeiitiiee ittt e ettt e sttt e e sttt e e sttt e e sabe et e e aabe e e e e aabe e e e e aabe e e e e ambee e e e an ket e e e am ket e e e ambeeeeeanbbeeeesnbbeeeeabbeeeenans 23

SUDMILEING YOUT APPICAIION ..ot e e e e e e e e e e e e e eaaaas 24

3/13/15 Copyright © Agate Software, Inc. Page 2 of 24




South Dakota Department of Public Safety E.D.G.A.R. Grantee User Manual version 1.0

System Requirements

E.D.G.A.R. was designed so that the vast majority of computer users will be able to use the system with little or no
changes to their computer environment. The four requirements that are mentioned below are common computer elements
that should be already present on most computers / systems.

Operating System

E.D.G.A.R was designed for both of the two most common computer operating systems: Windows and Macintosh. It has
not been tested nor is it supported on other operating systems, such as Linux or Unix. Users accessing the system from a
Macintosh environment are required to have MacOS 7.5 or higher, running on a PowerPC processor. Windows users are
required to have an operating system that is Windows 95 or higher.

World Wide Web Connection

E.D.G.A.R is an Internet application. It is accessed via the Internet and was specifically designed for Internet usage. The
Internet is the more general term that is typically used to refer to the World Wide Web. The World Wide Web consists of a
vast array of content that is accessible via a web browser. For the purpose of accessing E.D.G.A.R, the standard Internet
connection is via a modem connection. A modem is a piece of hardware that connects to the computer to send data
through a phone line to and from the computer. Internet connections that are "faster” than a modem connection, such as
cable and DSL, will improve the speed at which the system operates, but are not necessary in order to use the system. If
you are in an office environment, you may already have an Internet connection, but if you are unsure, please contact your
organization's network administrator.

For those using a dial-up connection over a modem, it is highly recommended that you have a modem connection speed
of at least 33.6 kbps (kilobits per second).

Web Browser

This system was designed to be compatible with common up-to-date web browsers including Internet Explorer, Firefox,
Safari, and Opera.

Adobe Acrobat Reader

Adobe Acrobat Reader is used to view PDF (Portable Document Format) documents. The system will automatically
generate grant documents in PDF format using information that has been saved into the various narrative and budget
pages. Using Adobe Acrobat Reader you may choose to view, print, or save these documents. If you do not have Adobe
Acrobat Reader you can go to www.Adobe.com and download it free.
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E.D.G.A.R. System Homepage

To access E.D.G.A.R., type https://sddps.intelligrants.com into the address bar of your web browser and press Enter. The
web browser will direct you to the following web page.

“-' rH A K TA
EDGAR s5ramssisto. [LEzati

System Login

Legin

Username | |
South Dakota Department of Public Safety password [ |
Electronic Grant Management System

MNew Llser?
First-time users will need to register by clicking on “New User?” in Forgot Password?

the login box above.

¥You will be notified by email once you have been approved.
After this, you will be able to login and access the grant application
and management system.
——

-
If you have already registered, simply login to begin. L

»

Powsred by IntzlliGrants™ © Copyright 2000-2015 Agate Software, Inc.
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Applicant User Types

There are four security roles defined for E.D.G.A.R. grantee users: Authorized Official, Authorized Signer, Financial
Officer, and Viewer. Each role consists of a separate level of access within the system, which are defined below.

Authorized Official

A user with the Authorized Official role will be capable of the following:

e The initiation of an application

e The viewing of an application

e The completion of application forms
e The assigning of other users

Authorized Signer

A user with the Authorized Signer role will be capable of the following:

e The initiation of an application

e The viewing of an application

e The completion of application forms
e The assigning of other users

e The submitting of an application

e The cancellation of an application

Financial Officer

A user with the Financial Officer role will be capable of the following:
e The viewing of an application

Viewer

A user with the Viewer role will be capable of the following:

e The viewing of an application

Grantee Security Role Matrix

Below is a summarized table of the details listed above.

Grant Security Initiate View Assign Users Complete Submit Cancel
Role Application Application to Application Application Application Application
Authorized Official X X X X

Authorized Signer X X X X X X
Financial Officer X

Viewer X

3/13/15 Copyright © Agate Software, Inc.
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Gain Access to E.D.G.A.R.

In order to gain access to E.D.G.A.R. you must have been granted access by another user. If you are the first user of your
organization to enter the site, you must request access from a System Administrator. Otherwise, you must contact the
individual of your organization that currently has a user account with the Authorized Official role.

Gain Access as an Authorized Official

In order to gain access as an Authorized Official, you must request access from a System Administrator. To do so, you
may follow these steps:

1. While viewing the E.D.G.A.R. System Homepage, click on

Login
the “New User?” hyperlink. This can be found within the 9
- sermame ]
Login control.
Password [ |

2. This will direct you to the Registration page. Here, you are I:
able to complete a series of fields. All fields that are marked
with a red asterisk indicate that it is a required field, and must
be complete before the Registration page can be saved.

New User?
qoL Pa

3. Some fields require other business rules, as follows:
a. The Username field must only consist of letters and numbers, and must be between 5 and 20 characters.
b. The Password field must only consist of letters and numbers, and must be between 7 and 20 characters.
c. The Confirm Password field must consist of the exact data entered into the Password field.

4. Furthermore, while selecting the division that you are applying for, you must select “Office of Highway Safety”.

5. Once you have entered data into all of the required fields, click the SAVE button, located at the top right corner of
the page. If the page is without errors, there will be an information box at the top of the page, indicating that you
have successfully completed the Registration

page, and in turn, successfully requested
access to the system.

© Back

Registration

Please complete all the required fields below. Required fields are marked with an *.

Contact Information N OTE
Prefix  First Middle Last Suffix

Name L~ [ I e

Passwords expire annually.

Organization | [+

e —

Address I You will be notified once the System

city [ State [Soutn Dakota ~« Zipcode | [« Administrator has granted YOu access into
T e T the system. You will not be able to login until
Fax 1 ocatehone [ ] you have been granted access.

Email [ [«

- :—| ' Please do NOT submit multiple requests.

I e Tt —

Please select the division that you are applying for. | Office of Highway Safety /| I

Notes
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Granting Access to an Authorized Signer, Financial Officer, or Viewer
In order to gain access as an Authorized Signer, Financial Officer or Viewer, the Authorized Official for your organization
must grant you access.

If you are the Authorized Official of an organization and you wish to grant access to additional users, you may do so by
following these steps:

1) From the My Home page, click on the My Organization(s) PR
hyperlink that is located in the navigation bar at the top of the >.I';\-l)§ PARTMENT OF PUBLIC SAFETY
page. This will bring you to the Organization page. ol '
(If you are a member of multiple organizations, it will bring you to
a table of all the organizations you are currently a member of. My Organization(s) || My Profile | Logout
Simply click on the organization name in which you wish to add
members.)

2) From the Organization page, click on the Organization Members hyperlink.

Organization - Grantee User Manual

Please complete all the required fields below. Required fields are marked with an *.

Organization Information || QOrganization Members | |Or anization Docurnents

Organization Information

3) The Organization Members page will list all of the users that are associated with the organization. To add a new
member, click on the Add Members hyperlink. This will bring you to the Add Members page. From here, click on
the NEW MEMBER button.

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

1. To add a member to your organization, select the Add Members link below.

2. If 3 member has already added his/her information in the system, you can search for the member,
3. If vou nead to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above,

| Add Members

Sort By: | ——SELECT—— v| [——SELECT— “|Results Per Page [20 V|

[] Person Role Active Dates Active Documents Assigned By Modified By
+  Manual, Grantee  Authorized Official _ Tkaczyk, Mr. Joshua
3/5/2015
1

Current Members | Add Members

Person Search | | [search | |[ new mEmBeR
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4) Complete all of the required fields and click the SAVE & ADD TO ORGANIZATION button at the top right corner
of the page. This will notify the new user that they have been granted access to the system.

My Home

Once you have successfully gained access to the system, you will be directed to the My Home page. The My Home page
is the home page for E.D.G.A.R. users. From here, you can navigate to the rest of the system.

ELECTRONIC DATABASE FOR R T o
E DGAR GRANT APPLICATION & REPORTING ]D‘l'. DEPARTMENT OF PUBLIC SAFET?Y
LVl LTS My Applications || My Progress Reports = My Reimbursement Requests
My Organization(s) | My Profile | Logout
B | Instructions:
Q” We c_ome Grantee Select the SHOW HELP button above for detailed instructions on the following.
Authorized Official = Applying for an Opportunity
—_— f : = Using System Messages
Lhange My Picoure .
A Change My Picure = Understanding your Tasks
= Managing your awardad grant
Hello Grantee, please choose an option below.
View Available Opportunities
You have 2 My Opportunities available.
Select the View Opportunities button below to see what is available to your organization.
[ iEw oPPORTUNITIES |

My Inbox
You have 0 new massages.
Select the Open My Inbox button below to open your system message inbox.
[ope v g |
My Tasks
You have 1 new tasks.
You have 0 tasks that are critical.
Select the Open My Tasks button below to view your active tasks.
o Top of the Page
Powered by IntelliGrants™ © Copyright 2000-2015 Agate Software, Inc.
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Below, you will find reference to each navigation hyperlink or section:
My Home
This is a navigation hyperlink that will return you to the My Home page, from anywhere in the system.

My Applications

This is a navigation hyperlink that will direct you to the My Applications search page. This page can be utilized to return to
initiated applications for your organization(s). You can access this hyperlink from anywhere in the system.

My Progress Reports

This is a navigation hyperlink that will direct you to the My Progress Reports search page. This page can be utilized to
return to initiated progress reports for your organization(s). You can access this hyperlink from anywhere in the system.

My Reimbursement Requests

This is a navigation hyperlink that will direct you to the My Reimbursement Requests search page. This page can be
utilized to return to initiated reimbursement requests for your organization(s). You can access this hyperlink from
anywhere in the system.

My Organization(s)

This is a navigation hyperlink that will direct you to the Organization page. This page can be utilized to update
organization information, add / remove / deactivate organization members, and to view / return to organization documents.
Organization documents will display a list of initiated applications, initiated progress reports, and initiated reimbursement
requests for your organization. If you are a member of multiple organizations, you will have the opportunity to select a
singular organization to view. You can access this hyperlink from anywhere in the system.

My Profile

This is a navigation hyperlink that will direct you to your user profile. This page can be utilized to update your profile
information and to change your password.

Logout
This is a navigation link that will log you out of the system, and direct you to a logout confirmation page.

SHOW HELP Button

Clicking on this button will expand the Page Help panel that will offer help information in regards to E.D.G.A.R. and help
desk. Here you can find the Help Desk Availability and contact information.

Welcome Panel

The Welcome Panel will display your chosen picture, a welcome greeting which includes your first name, and your current
system role. You may also utilize the Change My Picture hyperlink to choose a different picture than the one that currently
displays in the Welcome Panel.

Instructions
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As like many locations within E.D.G.A.R. this page has an Instructions section. These sections are here to direct you to
your current task in mind.

View Available Opportunities

View Available Opportunities is the first of three major functionalities that can be found on the home page. The section on
the home page will offer you a summarized amount of available opportunities, as well as, a button to view these available
opportunities. Clicking this button will direct you to the My Opportunities page.

Community/Non-Profit Grant 2016 for South Dakota Office of Highway Safety
Offered By:
South Dakota Office of Highway Safety

Application Availability Dates:
01/25/2015-05/15/2015

Application Period:
Community/Non-Profit Grant 2016 Period:
01/25/2015-05/15/2015

Application Due Date:
05/15/2015

Description:

APPLY NOW

For each available opportunity, the My Opportunities page will display a new section. Within each section you can find the
following:

Application for Organization

Firstly, the name of the application, along with the associated fiscal year will display. It will also display for which
organization this opportunity has been made available.

Offered By
This displays the Organization or Agency whom is offering this opportunity.

Application Availability Dates

This displays the date range of when this opportunity will be available to initiate.

Application Period

This displays the total date range that this opportunity will be active.

Application Due Date

This displays the date by which a successfully completed application must be submitted.

Description

This provides a finer description to what this opportunity is, and who should apply. If a description is included, this will
provide a finer description to what this opportunity is.
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Apply Now Button

Clicking this button will initiate the opportunity.

My Inbox

The My Inbox section of the My Home page is where you can find all of the notifications sent to you. From here you can
read messages that are sent to you, as well as, compose new messages to send out. At first glance, the My Inbox section
will display the amount of new messages that are currently in your inbox. To expand the My Inbox section, click the OPEN
MY INBOX button. For further system message functionality, navigate to the My System Messages page by clicking the
View All My System Messages hyperlink.

My Inbox
Sort my inbox messages by: | View All My System Messages

[] Priority Sender Subject Date/Time

CLOSE MY INBOX | | MARK CHECKED AS READ | | MARK CHECKED AS ARCHIVED

My Tasks

The My Tasks section of the My Home page is where you can find all of the tasks / actions that require your attention.
Whether you may need to complete and submit an application, or deliver a progress report, My Tasks will direct you to the
location in order to do so. At first glance, the My Tasks section will display the amount of new tasks and the amount of
task that are critical. To expand the My Tasks section, click the OPEN MY TASKS button. To continue working on a task,
click on the hyperlink found in the Name column of the task.

3/13/15 Copyright © Agate Software, Inc. Page 11 of 24
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My Tasks
Export Results tu|S-r.reen V|Sl}rt by: | -- Select -- V|
o Date Date
Info Document Type Organization Name Current Status Received Due
Community Grant 2016 pranfee User CGAPP-2016-GUM-00000  |Application In Process  3/5/2015

Keeping Contact Information Current

In order to receive continued funding or to enter into new grant agreements, it is important that your contact information be
as up-to-date as possible. This is done very quickly and easily in E.D.G.A.R. By keeping your user record and agency
record current with all of the latest changes, E.D.G.A.R staff will be able to contact you appropriately when the need

arises.

Updating Your User Record

You may update the information in your user record at any time by following these steps:

1) Click on the My Profile hyperlink located in the navigation bar at the top of the page. This will direct you to the My
Profile page where you can update the information in your user record, as well as, changing your password.

2) Update all information as necessary, and once complete, click the SAVE button.
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I SAVE I SHOW HELP

© Back
My Profile

Please complete all the required fislds below. Required fields are marked with an *.

Contact Information

Prefix  First Middle Last Suffix
Name | | [Grantee = | | [Manual =] v

Display Name | |

Organization | |*
Title |

123 Grantee st
Address

*

City [Manual * State | South Dakota v|* Zipcode [12345
County [ Aurora County M
Phone #1  (123) 456-7890 j Phone #2 | |
Fax | | Cell Phone | |
Email |abc@clef.ghi |:1<
Website | |
Username  |GranteeManual =
Password | |* Confirm Password | *

Updating the Information for Your Organization

You may update the information for your organization at any time by following these steps:

1) Click on the My Organization(s) hyperlink located in the navigation bar at the top of the page. This will direct you
to the Organization page, where you can update the information for your organization. If you are a member of
multiple organizations, you will have the opportunity to select the organization that you wish to update.

2) You will see the short name selected below, once you have access to edit your organization information you will
need to change this. This will be used to identify your application name, so be sure to use a short name, acronym,
or abbreviation that will allow your application to be easily identified as your organization. Ex: “Grantee User
Manual” is the organization name, “GUM” would be an appropriate short name.

3) Update all information as necessary, and once complete, click the SAVE button.

3/13/15 Copyright © Agate Software, Inc. Page 13 of 24



South Dakota Department of Public Safety E.D.G.A.R. Grantee User Manual version 1.0

SAVE SHOW HELP

© Back
Organization - Grantee User Manual

Please complete all the required fields below. Required fields are marked with an *.

Organization Information | QOrganization Members | Oraanization Documents

Organization Information

Name |Grantee User Manual ES
F

Short Name Grantee User Man[*
DUNSNumber | |

Address 123 Grantee st
%
City [Manual  State|South Dakota  V/|* Zipcode[12245 ¥
County [ Aurora County v
Phone [(123) 456-7890 * Fax | |
Email | |
Website | |

Organization Gategories
[ | category Description
OHS
[] HLS

Deactivating a User in the Organization

There may be reason to deactivate a user from your organization. This can be accomplished by following these steps:

1) From the Organization page, click on the Organization Members hyperlink. This will direct you to the Organization
Members page. Here, you will have the ability to see all of the Current Members.

2) Scroll to the row position where the target user is located. Within this row position, in the Active Dates column,
place the date of when you would like this user to be deactivated from this organization, in the second date field of
the column. Click the SAVE button.
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| sme| SHOW HELP

© Back
Organization - Grantee User Manual

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Qraanization Documents

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

1. To add a member to your organization, select the Add Members link below.

2. If a member has already added his/her information in the system, you can search for the member,
3. If you need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

| Add Members

Sort By: | ——SELECT—— /| [——SELECT—— /| Results Per Page

[] Person Role Active Dates

Active Documents Assigned By Modified By
Newuser, Test |- Select - v| [3s12015 [3312015 ] Manual, Grantee
3/6/2015
< Manual, Grantee  Authorized Official L 1 Tkaczyk, Mr. Joshua
3/5/2015

NOTE: Alternatively, if the target user does not have any Active Documents, then the user can be completely removed

from the organization, rather than deactivated. This can be accomplished by unchecking the box next to their name, and
clicking the SAVE button.

Initiate an Application

The Authorized Official is permitted to initiate applications, and may do so by following these steps:

1) From the My Home page, in the View . . .
Available Opportunities section, click the & View Available Opportunltles

VIEW OPPORTUNITIES button. This will You have 2 My Opportunities available.

. L. Select the View Opportunities button below to see what is available to your organization.
direct you to the My Opportunities page.
Here you will see all of the opportunities

for which you may apply.
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2) Toinitiate an application, click the APPLY NOW button for the application you wish to complete.

My Opportunities

To apply for an item listed below, select the Apply Now button below each description.

Community/Non-Profit Grant 2016 for South Dakota Office of Highway Safety

Offered By:
South Dakota Office of Highway Safety

Application Availability Dates:
01/25/2015-05/15/2015

Application Period:
CommunityfNon-Profit Grant 2016 Period:
01/25/2015-05/15/2015

Application Due Date:
05/15/2015

Description:

APPLY NOW

3) This will direct you to the Agreement page, where it will ask you for confirmation. After reading through the
displaying questions or agreement language, click the | AGREE button to continue to the application.

Ag reement NOTE: If the terms are not agreeable, or if you have

Please make a selection below to continue. navigated to this screen in mistake, you can click the |
DO NOT AGREE button to cancel the current actions

Are yousure you would like to create a new application? and return to the My Home page.

| | AGREE | 1 DO NOT AGREE |

4) Once you have accepted the agreement, you will be directed to the Application Menu, where you may continue to
complete your application.

Returning to an Initiated Application

Following the initiation of an application, a new task for that application will be available in the My Tasks section of the My
Home page. If a situation is to occur where you have to leave the application, you may return to it using the My Tasks
section. You may do so by following these steps:

1) From the My Home page, expand the My Tasks :
section by clicking the OPEN MY TASKS button. MY TaSkS

You have 2 new tasks.
- You have 0 tasks that are critical.
3/13/15 Copyright © Agate Software, Inc. Select the Open My Tasks button below to view your active tasks.
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2) Here you will see a list of your current tasks. You may return to the Application Menu page of the task by clicking
on the hyperlink that is available in the Name column.

My Tasks
Export Results to | Screen Vl Sort by: | - Select -- V|
Info Document Type Organization Name Current Status E:::ived m
Community Grant 2016 oranfee User CG-APP-2016-GUM-00000  |Application In Process 3/5/2015

Returning to a Completed Application

Once an application no longer requires your attention, it will no longer be available in the My Tasks section. To return to
an application for viewing purposes, you can utilize the My Applications search page. You may do so by following these

steps:

1) From the My Home page, click on the My Applications
’_I_m My Applications r‘lv Progress Reports =~ My

hyperlink located in the navigation bar at the top of the
page.

2) Use the fields available to enter in information that will filter search results, and then click the SEARCH button.
This will display a list of applications that you have access to view. You may return to the Application Menu page
of the application by clicking on the hyperlink that is available in the Name column.

Document Type Organization Name Current Status Year
Community Grant 2016 Grantes User Manual l CG-APP-2016-GUM-A00009 II Application In Process 2016
Community Grant 2016 Grantes User Manual CG-APP-2016-Grantee User Ma-00006 Application In Process 2016

1

The Application Menu

The Application Menu page is the main page for the application. From here, you have the ability to navigate to all of the
tasks and actions required to complete the application.
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© Back
Community Grant 2016 Menu

Document Information:

Details
Info Document Type Organization Role Current Status Period Date [
Date Due
Community Grant 2016 Grantee User Manual Authorized Official Application In Process Eﬁf5.’2015 - N/A

B View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms.

Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.
[ viEw sTATUS OPTIONS |

Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document ar viewing the document histary.
[ VIEW MANAGEMENT TOOLS |

B) Examine Related Items

Select the View Related Ttems button below to view related items such as claims, messages, etc.
| VIEW RELATED ITEMS |

Document Information

This provides a hyperlink that will return you to the current screen, from anywhere within the application.
Details

This is an expandable section that, once expanded, will display current information about the user and the application,
such as the document type, the applicant organization, the current user role, the current status, and the fiscal year.

View, Edit and Complete Forms
From the Application Menu page, click on the VIEW FORMS button. This will direct you to the Forms page.
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Forms

Status Page Name Note Created By Last Modified By

Application Contact Information

Federal Finandal Accountability and Transparency Act Information

Obiectives and Performance Measures
Description of Project

Budget Summary Table

Budget Detail

Certifications and Assurances

Reporting Reguirements

P I N 0 ™ I B I D I B P B P

Authorizing Official Signature

Status

This will display a different icon based on the status of the form. When the page has not been completed, there will be a
blank page as the icon. When the page has been successfully completed, the will be a page with an overlaying pencil as
the icon. When the page has been unsuccessfully completed, and there are currently errors on the page, there will be a

red octagon housing the image of a hand showing the palm, as the icon.

Page Name

This is a hyperlink that will display the name of the form / hyperlink / PDF Download. Click on this hyperlink to be directed
towards the task, action, or data collection form.

Note
This will display an Icon that indicates that a user has left a note on the form.

Created By

This will display the user that created this form, along with the date and time that this action occurred.

Modified By

This will display the last user that has modified this form, along with the date and time that this action occurred.

Successfully Completing a Form

After navigating to a data collection form, you are expected to successfully complete the form. You may do this by
entering all of the data that being asked of on the form, and clicking the SAVE button. After clicking the save button, form
will either display the Page Information notification indicating a successful save, or a Page Error(s) notification. Continue
entering data and saving the page until you receive the Page Information notification.
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Oprageerrorts) ) page mformation
Agency is a required field. . .
DUNS Number is a required field. The information has been saved.

Project Title is a required figld.
Project Director is a required field.

Street Address is a required field.
Phone is a required field.

Fax is a reguired field.

Emnail is & reguired field.

The State is a required field.

The Zip Code is a required fisld.

Printed Name is a required field.

Repeatable Rows
In some locations, rows will continue to repeat, allow you to enter in additional information as needed. First you will need
to fill in the available row(s) and click the SAVE button.

4 | Equipment $1.00 $1.00 $2.00 51.00 2| £2.00
Equipment $1.00 $1.00 $2.00 $1.00 2] $2.00
| Equipment $1.00 $1.00 $2.00 $1.00 2 |
S s S

After you have saved the page, additional rows will become available. This process can be repeated by filling in the
available rows, and clicking the SAVE button.

—
4 | Equipment $1.00 $1.00 $2.00 $1.00

2 $2.00
Equipment $1.00 $1.00 $2.00 $1.00 2 2,00
Equipment $1.00 $1.00 $2.00 $1.00 2 £2.00
Equipment

Situational Business Rules

In some locations, a field may or may not be required based on other information entered into the application. For
example, there may be a yes or no question, and if yes is answered, the form may require that you provide information
explaining the answer. Be sure to follow the instruction provided in the Page Error message associated with the business
rule.

Uploads & Attachments
Upload fields can be utilized to upload / attach files to forms, where available. To utilize this field, click the Browse...
button, and select the desired file that you wish to upload, and then click Open. This will bring the file name into the field.

|| | Browse. .. ||

Only files of the following types are allowed: doc, eps, pdf, jpg, gif, bmp, txt, avi, wmv, ppt, xIs, mov, dpi, png, and mp3

When combined with Repeatable Rows, you may have the ability to upload additional attachments. You may do this by
selecting files for each available upload field, and then clicking the SAVE button. After saving the page, additional upload
fields will become available.

Copy & Paste Disclosure

Applicants should be cautious while utilizing the copy and paste function of most word processing programs to transfer
text into narrative boxes within E.D.G.A.R., as it will not recognize certain formatting, including tables, graphs,
photographs, bullets, and certain tabs. Applicants must also be aware of the character limits of each text box, as
attempting to copy and paste text that is larger than the allotted amount of space will yield an error. The character limit
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may be found at the bottom left of each text box. Applicants may want to first copy and paste text into any standard
“notepad” (or equivalent) program, which will have similar formatting to the text boxes in E.D.G.A.R.

Adding and Editing Notes
To encourage communication within the system, users will have the ability to add Notes to a form. You may do so by

following these steps:

1) Click the ADD NOTE button that is located at the top right
corner of the page. This will open the Notes panel. This panel | [5av] [oetere| [Frntversion || [ aoonore | | GHeck ctosat ermors

has the ability to be moved to any location on the screen.

2) To add a new note, click on the ADD A NEW NOTE button. This will open the Add New Note panel.

| Drag Here
=
L | # Notes
Message Date Action
|| Grantee User Manual | 3/8/2015
[Ro0 A new wore

3) Enter a Subject and a Message, and then check the box next to the name of the users you would like to view this
note. You may also check the All / None checkbox to either check everyone, or no one.

4) You can view notes by clicking on the hyperlink provided in the Message column.

5) You can edit notes by clicking on the hyperlink provided in the Action column.

Printing the Form
Some data collection forms my offer a PDF version of the data you have entered into the form. You can utilize these PDF

versions to print the form, or to save for future reference. To download a PDF version of the form, click the PRINT
VERSION button that is located at the top right corner of the page.

| | SAVE | | DELETE | | PRINT VERSION ||| SHOW NOTES (1} | | CHECK GLOBAL ERRDRSi
]

It is a good practice to review the PDF versions for accuracy prior to submitting the application electronically.
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Change the Status

From the Application Menu page, click the VIEW STATUS OPTIONS button. This will direct you to the Status Options
page. Here, you will have the ability change the status of the application. To change the status of the application, click the
APPLY STATUS button located underneath the status you wish to apply to this application.

Access Management Tools

From the Application Menu page, click the VIEW MANAGEMENT TOOLS button. This will direct you to the Management
Tools page. Here, you will see a list of tools that are available to you.

Management Tools

= CREATE FULL PRINT VERSION
-
Select the link above to create a printable version of the document.,

S,- CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the document,

i

Select the link abave to perform actions such as adding people, changing a security role, or altering people’s active dates on this document.

E‘..J STATUS HISTORY
Select the link above to view the status history of this document.

CHECK FOR ERRORS
Select the link above to check the entire document for errors.

CREATE FULL PRINT VERSION

This tool will allow you to download a PDF version of the entire application, and all of the data that has been entered.

CREATE FULL BLANK PRINT VERSION

This tool will allow you to download an empty PDF version of the entire application.

ADD / EDIT PEOPLE

This tool will allow you to add users to this application, as well as many other editing tasks.

STATUS HISTORY

This tool will allow you to view a history of all of the status changes that this application has undergone.

CHECK FOR ERRORS

This tool will direct you to the Global Errors page, which will display all of the current errors in the application.

Examine Related Items

From the Application Menu page, click the VIEW RELATED ITEMS button. This will direct you to the Related Items page.
Here, you will be able to view related documents, as well as related messages.

From within the Related Documents Section, you will be able to initiate progress reports and reimbursement requests that
are associated with this application, once they become available.
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Assigning Users to an Application

The Authorized Official has administrative rights to add or remove users from the application. This ability will be especially
useful in the event that an application was initiated prior to the user gaining access to the system.

Granting User Access

Granting a user access to the application may be accomplished by following these steps:

1) From the Application Menu page, click the VIEW MANAGEMENT TOOLS button to navigate to the Management
Tools page. From there, click on the ADD / EDIT PEOPLE management tool hyperlink. This will direct you to the
People page.

Person Search

Cnter 2 name or partial name: | SEARCH

Current People Assigned

[] Person Organization(s) Role Active Dates Assigned
Test , . .
Agate's Test Org (Authorized Official), Grantes User

[ Mewuser Manual — Select - v| I:I
Email 1

2) Inthe Person Search section, enter the user’'s name, and then click the SEARCH button. This will bring up the
People Found section. To add a person, click on the check box next to their name, select their role, and click the
SAVE button. This will grant that user access to the application.

People Found
[l Person Organization(s) Role Active Dates :isigned
Test Newlser Agate's Test Org (Authorized Official), Grantes User iewer v| 3/6/2015 -
Email Manual |—|

Revoking User Access

To revoke user access, within the Current People Assigned section, either deselect the check box, or enter an end date in
the Active Dates column for that user, and then click the SAVE button.

Current People Assigned

[ Person Organization(s) Role Active Dates Assigned By
rest ' i i 3612015 I

cwlser Agate’s Test Org (Authorized Official), Grantee User Viewer v| Grantes
Email Manual I I Manual
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Submitting Your Application

The Authorized Signer is the only role authorized to submit your application. When the application is believed to be
complete and no more changes are required, then the Authorized Signer may choose to submit.

It is important to note that once an application is submitted it will enter into a read-only status and cannot be

changed!

To submit the application, the Authorized Signer must navigate to the Status Options page by clicking the VIEW STATUS
OPTIONS button located on the Application Menu page. From here, the Authorized Signer will have the ability to click the
APPLY STATUS button that is located directly beneath the APPLICATION SUBMITTED status.

If there are remaining errors within the application, the Authorized Signer will be directed to the Global Errors page. Here,
it will list all of the remaining items that must be completed / corrected prior to the submittal of the application. This list will
provide hyperlinks that will allow the Authorized Signer to return to the location of the error.

O Global Errors

Document Information:
Details

(@ You must complete this page.
Authorizing Official Signaturs

({D If there is a budget item for Equipment, Question 4 is required.;
Budqget Detai

(@ You must complete this page.
Certifications and Assurances

@ You must complete this page.
Description of Project

Once all remaining errors within the application have been completed / corrected, the Authorized Signer will need to return
to the Status Options page, and undergo the process outlined above. If there are no errors, the Authorized Signer will be
directed to the Agreement page, where they will be prompted to read and agree to the agreement language. To
successfully submit the application, the Authorized Signer must agree to the agreement language by clicking the | AGREE
button. Once the Authorized Signer has successfully submitted the application, they will be directed back to the
Application Menu. No additional task will be required at this time.

Agreement

Please make a selection below to continue.

Are you sure?
If you would like to include notes about this status change, please supply them below.

0 of 2000

| [1acree | [ 1 Do NOT AGREE |
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